
Brand Portal & 
Process Guide



Improved Payment 
Processes



Monthly Vendor Ledger

D-1 Ledger
Brand partners have a view on their monthly 
ledger at D-1, leading to prompt visibility over 
transaction details

Summarized View
A summary section at the top of the ledger provides a 
clear snapshot of total Debits, Credits, and the Closing 
Balance for the quarter

Quick Access
Brand partners can download their ledger for 
last 3 months from the vendor portal in an 
excel format. This will have entry details for 
better clarifications

Payments > ledger

A ledger, mirroring our SAP records, which includes Purchases/Inwards, Debit 
Note(DNs), Credit Notes(CNs), Payments, Account Receivable–Accounts 
Payables adjustments on account of BFD/RTV & Monet etc, offering vendors 
full visibility of all transactions with Zepto



Inception to date SOR Reconciliation
A comprehensive accounts reconciliation to provide partners with a view of all transactions 

since inception, ensuring higher transparency and clarity.

Triggered on the 11th of every month from the 
email - vendor.sorledger@zeptonow.com

Working file with the details on

Purchases Debit Notes

COGS Payment till date

Promo (BFD) adjustment

Monet adjustment

Reconciliation 
file

COGS data 
(Month × City 

level)

Partner 
Support guide 

for raising 
queries

Vendor & 
customer 
ledgers

Attached details & guide



Strengthening Supply 
Processes
Track, control, and streamline
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Detailed view on every PO raised, brand partners can view & download relevant inputs to service POs on time

Streamlined PO management & ASN



Scheduling Portal

Self serve portal

What’s New:

Brand partners can 
now directly schedule 
deliveries against 
Open POs through the 
vendor portal.

Eliminates manual 
coordination and 
reduces lead time.



RTV SummaryBrand partners can check 
their RTV details here.



RTV SummaryThe dashboard opens to a detailed 
view at return order level



Detailed reports data on brand portal
Transparency across data points to give brand partners visibility on their business metrics

FLEXIBLE TIME PERIOD

Sales report
D-1 DATA

Catalogue
report

LIVE CATALOGUE AVAILABLE

Inventory report

TRACKS INWARDS DATA

GRN report

ODR & ODR RTV report

Returns
report

TRACKS REJECTIONS DATAFLEXIBLE TIME PERIOD D-1 DATA

LOGS RETURN TO VENDOR DATA

TRACKS RETURN OF ODR MATERIAL



Sales Report

2 Given on date level

1 SKU level quantity sold

Mapped at city level

4 Both PVID & EAN level view

5 MRP shared to give GMV
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DATA POINTS COVERED IN THE REPORT



Inventory Report

DATA POINTS COVERED IN THE REPORT
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1 SKU level inventory quantity

Catalogue name & PVID view

4 Mapped to brand’s EAN code
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Mapped at city level



Catalogue Report

2 Mapped to brand’s EAN code

1 Brand’s NPI sheet details

Latest MRP is shared here

4 Image links for listing details
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DATA POINTS COVERED IN THE REPORT



GRN Report

2 As per the date range selected

1 PO level data visibility

View on PO Qty | ASN Qty | GRN Qty

4 Invoice level mapping for reconciliation

5 Mapped to ASN no & GRN code

3

DATA POINTS COVERED IN THE REPORT



ODR Discrepancy Report

2 Discrepancy noted at SKU level details

1 PO level data visibility

Details on Po Qty | ODR quantity

4 Debit note No & value shared for recon
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DATA POINTS COVERED IN THE REPORT



ODR Returns Report

2 Mapped to PO & Invoice no

1 Return order level data visibility

Discrepancy qty, note & reason shared

4 Details shared on the RTV pickup date

5 RTV Pickup status highlighted
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DATA POINTS COVERED IN THE REPORT



RTV Report

2 Order shipped date & status shared

1 Return order level data visibility

Pickup location & quantity

4 Mapped to invoice details

3

DATA POINTS COVERED IN THE REPORT



Raise queries anytime 
via vendor portal 
faster resolution, full tracking



Partner Support

All brand partners can raise a query 
via the vendor portal by clicking here



This new window will open up with 
detailed query list, for partners to 
choose their relevant issue type



Type of queries addressed

Payments
Queries on ledger, payment advice and delays, 
invoicing issue, SOR ledger, TDS workings and 
certificate

Supply Chain
Queries around GRN, PO amendments, ASN, 
scheduling, truck unloading

Category & Catalogue
Queries around changes in catalogue, 
advertisement, access and mapping, BFD, new PO 
releases


